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ESTABLISH DISPOSITION STANDARD; D I ~ P O S E  OF PRESENT ACSIJMIJLATIOI; ; 
R E C O R D  WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICTPATFJ. 

Dates of Ser ies  (Am-cv-wide C o m n  Standard) 
1960-Date I Mental Health Research hoject Documentation Fi les  

'.What i s  the  function of the  o f f i ce  i n  which t h i s  record s e r i e s  i s  created? 
The Division of Mental H e a l t h  a h i n i s t e r s  the mental health, m n t a l  retardation and other 
d e v e l o p n t a l  disabi l i t ies ,  drug abuse, alcoholism and +=mining and research program. This 
Division is a l so  concerned w i t h  cornunity mental heath,  and the administration of the State  
m n t d  hospitals, rehabi l i ta t ion and retardation centers. 

I I 

It is the function of the  State  i4ental Health Inst i tut ions and Medical Centers to  provide 
mental health services f o r  the people i n  its geopaphic area of responsibility: t o  conduct 
m i n i n g  and education for persons in various m n t a l  health disciplines: 
research With the objective of determining the causes and possible cures of mental i l lness .  

and to  carny out 

11. This file contains the  following documents (include form numbers and t i t l e s ,  if any, 
and file arrangement). 

Documents re la t ing  to  in i t i a t ing ,  conducting and concluding m n t a l  health research Dmiects. I 
I 

Included in Research Management Fi les  m y  be such items as: 
and giving planned procedures for research projects (Research Protocols), inforrrrltion 
concerning project financing, s ta temts  of informed consent by subjects of research, interil? 
and final research reports, resemch project sunwries and h m  r ights  swmry statewrits 
for Hman Rights Camnittee review, related correspondence and ~ ' * l  data files accumulated 
in execution of projects which my include,but are not limited to, such thinps as question- 
naires, test r e su l t s ,  laboratory test results, or  similar docwents. 

project narratives rmposinz 
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Does the s e r i e s  i n i t i a t e ,  amend or  terminate agency pol ic ies  and procedures? - " 'I 

[ I  

1 1  

[ XI 

[ XI 

13. Is t h i s  t he  Record Copy of t h e  se r i e s?  

1 4 .  Is there  a duplication of t h i s  series i n  another o f f i ce  or  agency? 
. -  

15. 1 s  the information contained i n  t h i s  s e r i e s  ever summarized or publish a? In $ow p s e s  fmdinps are pubflshed in 
Attach copy of  summery or publication. cal oup-@ls 16. Does t he  se r i e s  contain c l a s s i f i e d  info&& on 8 r 2 quiring secur i ty  handling? 
In some instances the r a w  data my b a r n  part of a medical record. 

17. 

18. Could the 
Not i f  m w  data is  destroyed prior to  completion of the project. 

c I_ 

function be performed i f  t he  f i l e s  were l o s t  or destroyed? 

19. Is the  s e r i e s  (or major portion of it) regularly microfilmed? If yes,  why? 

20. Does 
In sme cases , 

21. Does the record series contain documentation produced as EDP pr intout?  
In some r a w  data files. 

22. Has t he  Federal Government issued instruct ions governing t h e  retention/dispo- 
s i t i o n  of $hese f i l e s ?  In sore Cilses. See attached sheet 

the record se r i e s  provide data a s  input t o  an EDP f i l e ?  

[x] 
I . 

23. W i l l  t here  be a need fo r  these records 10, 15 years from now? I f  yes,  what? [XI [ 3 - ---_I__ i t em-24 
24. REQUIREMNTS. The following requires the f i l e s  t o  be k e p t  B m a t l Y y e a r s :  

a. [ ISTATE b.  [ ISTATWE OF c .  [ IAUCIT d .  ~IFEDEF~AL e .  b]AUMINISTRATIW f .  MHISTORl CAL 
LAW LIMITATION PERIOD L A W  DECTSIOlI VALUE 

(Cite Lm, S t a t u t e ,  or other  reason for f h c  I', t t ) i t i m  requirement) 

The Archival Appraisal Unit of the State Archives haq determined 
that these records have archival vdue. for historical research purposes. 

Note: 

I .- ._-______ 
2 5 .  AGENCY RECO&NDATIONS. This agency recommends tha t  the f i l e  s e r i e s  be cut off a t  the end 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -P<]GTHERS~~ attached sheet ,then : 

Hold i n  the current f i les area  month(s)/ year(s):  
Transfer t o  [ ] Sta t e  Records Center [ ] Local Holding Area; hold year (s ) :  
Destroy. 
Transfer t o  S ta te  Archives fo r  permanent retention. 
Destroy immediately after cut-off. 
Other: (Specify) - 

- 
I 

. .  , 

(Indicate brief ly  rationale for recomnendations above/or write additional remarks)  : 

OTHER REQUIRED SIGNATURES 
ure Date 

aoDroved 



r 

. .  - . .  . 
Georgia Departrent of Human Resources 
Division of Mental Health - Room 530-H 
47 Trinity Avenue, S.W. 
Atlanta, Geoqia 30334 
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22. (continwd) 

Guide t o  Record Retention Requirements, January 1, 1971, Vol. 36, 
No. 39, Part 11, p. 3722, Section 3.2. 

"To mintain such progress and fiscal records as the 
Surgeon General hhy prescribe. 
3 years after end of budget period; or i f  audit on 
behalf of HEh' has not occurred, 5 years f o l l m b g  end 
of budget period, or unt i l  audit occurs, whichever is 
earlier; or ~ t i l  resolution of a l l  audit questions. 
42 CFR 52.24." 

Retention period: 

25, ~I RESEARCH MANAGEMENT FILES (maintained by Director of Research) 
D-fZ7 Z Z G i i i s ~ F p m j e c t ,  place dl papers in the inactive 
f i l e ;  then cut off inactive f i le at end of each 
d lendar  year; hold in cupcent files area 1 Y e ;  
then retire to State Archives. 

RESEARCH _. RAW _- . I DATA ----- ELFS I 

(maintained by Research Laboratory Director) 

inactive f i le at - end of each calendar 

-- 
pan conclusion of project, place a l l  documents in the inactive 

f i l e  ; then cut off 
year, hold in 

raw data f i l e s  m y  be e m s f e r r e d  t o  Researcher when approved 
by the inst i tut ion concerned. 

current files area 1 year: then transfer t o  

Earlier destruction is authorized. 

Local Holding Area: hold 1 0  years; then destroy, or 


